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Learning Objectives 
 

 Define terms, concepts, and procedures.  

 Set up Compensation Differential.  

 Process a promotion. 

 Process a demotion.  

 Process a transfer within the agency.  

 Process a transfer from extra-help to full-
time. 

 Display COLA adjustment. 

 Change a personnel area. 

 Change a personnel subarea. 

 

Change 
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Pay/Positions 
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Chapter Overview  
Throughout the lifecycle of an employee at the State of Arkansas, many situations 
require adjustments and modifications to employee pay through promotions, 
demotions, and cost of living adjustments.  Employees have opportunities to change 
jobs within state government through promotions and transfers.  This chapter 
describes adjustments to rate of pay and the position.   

Change in Pay/Position Attributes 
The Change in Pay/Posn Attributes action allows for modification of an employee’s 
personnel area, personnel subarea, employee group, and employee subgroup 
records and changing of full-time/part-time status.  These changes must be made to 
the position by OPM Class and Comp before performing this Action. 

  

Basic Pay (Infotype 0008) 

Certain fields default from the employee’s position and they cannot be changed.  
Below is a picture of the Salary section from the Basic Pay screen.  

 PS type (Pay Scale Type) identifies the position as classified or unclassified.   

 PS area (Pay Scale Area) identifies State of Arkansas as the payer for the 
position.   

 PS group (Pay Scale Group) identifies the grade of the position.   

 Level (Pay Scale Level) reflects the minimum and maximum hourly rate of 
pay for the grade level of the position.   
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Compensation Differentials 
Compensation Differentials are paid to employees who are authorized for additional 
pay under the provisions of the Classification and Compensation Act.  Effective June 
28, 2009, five new Compensation Differentials were added to Basic Pay (IT0008). 
Compensation differentials and maximum percentages for each are as follows: 

 1004 Geographic Differential (up to 6% maximum) is for positions who have 
documented labor market conditions and the agency/institutions’ inability to fill 
vacant positions. 

 1016 Certification Differential (up to 6%) is for job-related professional 
certifications for individual positions or for specific classifications within an 
agency or institution and approved by OPM. 

 1017 Educational Differential (up to 6%) is for employees who achieve a 
degree that has previously been approved by OPM. 

 1018 Hazardous Duty (6% maximum) is for approved agencies for specific 
positions who are required to perform hazardous or dangerous duties and up 
to 12% for specific positions at a Maximum Security unit. 

 1026 Second Language (up to 10%) is for an employee who has 
demonstrated the ability and skill to communicate in a language other than 
English, including American Sign Language, and whose job requires this skill. 

 
Once the differential is processed, the additional compensation is added to the 
employee’s pay check each pay period. The cumulative total of all compensation 
differentials paid cannot exceed 25% of the employee’s base salary. 

Setting Up Differential Records 

Submit Request to OPM 

Before employees can receive compensation from any differentials, agencies must 
submit their requests to OPM for review and approval.   After approval, OPM will 
update the maintenance table.  The following is an example of the differential table. 

 

After being notified by OPM that the table has been updated, the agency enters the 
differential using transaction PA40 – (Z4) Change in Pay/Posn Attributes action.   
Employees will be paid the differential pay as long as the Basic Pay record includes 
a compensation differential during the record’s effective date. 
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Personnel Actions  

Action Steps: 

1. Enter Personnel no.  

2. Enter the From date.   

3. Select Change in Pay/Posn Attributes.   

4. <Execute>  

 

 

4 

1 

3 
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Actions (Infotype 0000)  

The reason code selected for the Action (IT0000) must correspond with the reason 
code selected for the Basic Pay (IT0008.) 
 
Action Steps: 
1. For Reason for Action, select 10 Differential Pay. 

2. <Enter> .  The system displays this message 

 indicating the previous record’s 
end date is changed. 

3. <Enter>   to validate the information. 

4. <Save>    to save the information. 

 
 

1 

4 

2, 3,  
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Organizational Assignment (Infotype 0001)  

 
Action Steps: 

1. Enter the Work Contract field.   

2. Select PersAdmin., Time, PayrAdmin., and Benefits administrators. 

3. <Enter> .  The system displays this message  

 indicating the previous record’s 

end date is changed. 

4. <Enter>   to validate the information. 

5. <Save>    to save the information. 

 
 

2 

5 3, 4 

1 

2 
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Planned Work time (Infotype 0007) 

This infotype maintains information relating to the employee’s planned working time 
and recording status.  This infotype is used to calculate overtime. 
 
Action Steps: 
1. Verify the information.   

2. <Enter> .  A message appears.     

3. <Enter> .   The system displays this message 

 indicating the previous record’s 

end date is changed. 

4. <Enter>  to validate the information.  

5. <Save>  to save the information. 

 

1 

5 

2, 3, 4 
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Basic Pay (Infotype 0008) 

 
Action Steps: 

1. For Reason, select 01 Within Range.   

2. Under the Wage Type column, select one of the five differential wage types from 

the drop down list. <Green check mark> .   

 

 

 

1 

2 
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3. <Enter> .  The system displays this message 

 indicating the previous record’s 

end date is changed. 

4. <Enter>  to validate the information.  

If a matching record is discovered in the table, the wage type text will appear.  
The differential hourly rate will be calculated based upon the percentage of the 
employee’s base hourly rate and populated on the differential pay line of their 
basic pay record.  The eligible percentage rate used for calculation is read from 
the differential table.  (Calc: Employee’s current base rate times percentage entry 
for the wage type in the differential table)  Once the entry is accepted the user 
must save the record.  

5. <Save>  to save the information. 

 
 

  Within the Basic Pay (IT0008) record, the differential rates are not added to 
the annual salary field. 

 

3, 4 
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No Match Found 

If a match is not found on the table, the differential is not authorized, and a message 
indicating the differential pay is not allowed for this employee displays. 

 
 

After the end user selects <Enter> or <Green Checks>  through subsequent 
edits, the wage type is removed, allowing the user to save the record without an 
incorrect wage type.   

 

Exceeding 25% 

Each time a basic pay record is created with more than one differential wage type, 
an edit check is performed to ensure the 25% combined maximum limit is not 

exceeded.  A message   appears if the 
wage type being entered results in the employee exceeding the limit.  Continued 

selection of <Enter> or <Green Check>  removes the wage type allowing the 
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record to be saved without the additional differential wage type that would result in 
the employee’s pay exceeding the 25% maximum limit.   

If the action for differential pay is partially processed, the user must remove this 
action by deleting the related master data records through transaction PA30 in the 
reverse order in which they were created.  

Ending Differential Pay 

To end the differential pay record in Basic Pay (IT0008), use the following steps. 
1. Execute PA40 (Personnel Action). 

2. Enter Personnel Number and Start Date.  Start Date is the first date of the 

pay period in which the differential pay will end. 

3. Select the action Z4 Change in Pay/Position Attributes and click <Execute>

. 

4. On the Actions (IT0000) screen, select the reason for action 10 Differential 

Pay.  Click <Enter>  and <Save> . 

5. Be sure to enter and save all infotypes. 

6. On the Basic Pay (IT0008), select the reason code 01 Within Range. 

7. Delete the wage type to be ended by placing your cursor in the Wage Type 

field, swiping over the wage type, and pressing the delete key on your 

keyboard.    

8. Click <Enter>  and the wage type text is automatically removed. 

9. Click <Save> .                                       

Run Payroll Simulation 

When Payroll Simulation and/or live payroll are processed, the differential hourly rate 
is added to the Basic Pay (IT0008) base rate.  The Remuneration Statement reflects 
one hourly rate to include the calculated differential hourly rate(s).  The differential 
hourly rates(s) do not show as separate payment amounts.  

 

Differential Maintenance 

The following is general information concerning differential maintenance. 
 When the employee’s base rate changes, the differential pay re-calculates 

and the amount changes, upon selecting <Enter> or <Green Check> , 

based upon the percentage in the differential table. 
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 If a table entry is deleted after an action is performed on an employee; and 

the user executes another PA40 action in Basic Pay (IT0008), an error 

message occurs indicating that no entry exists in the table for the differential 

wage type currently in the basic pay record.  The user must <Enter> or 

<Green Check>  through the edits to remove the wage type.   

 If a table percentage rate is changed and a prior basic pay record for the 

differential pay exists for the employee, the user must execute a PA40 

Change in Pay/Posn Attributes action with the effective date of the change.  

Upon reaching the Basic Pay (IT0008) screen, the user must <Enter> or 

<Green Check>  through the edits to re-calculate the hourly amount 

before saving.  Additional differential wage types may be entered before 

saving if an eligible table entry exists for other differential wage types for the 

employee.   

 When a PA40 Change in Pay/Posn Attributes action is performed to create 

additional differential payments, any existing differential wage types are 

recalculated if a change in percentage on the table has occurred.   

 If attempting to change a basic pay record which includes a differential pay 

wage type using the transaction PA30 (Execute info group), an error occurs if 

the differential pay wage type is not included on the differential table.  Any 

other attempt to maintain the basic pay record results in an error. 

 A batch job runs each night to compare employee’s current basic pay record 

to the differential eligibility table.  Based on table entries, if the employee is no 

longer eligible for the differential, the basic pay record is delimited to remove 

the related wage type. 
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Promotions 
When processing any promotion, verify with the person who has the role of Agency 
Org. and Comp. Specialist that the position reflects the appropriate four-digit job 
code.   

The effective date cannot be earlier than the beginning of the first pay period of the 
fiscal year.  Consult the bi-weekly schedule of pay periods issued by OPM for pay 
period begin dates.  If it is necessary to have an effective date beyond the beginning 
of the first pay period of the fiscal year, the agency must submit a request with 
justification for approval by Office of Personnel Management (OPM).   

Use transaction code PA40 to enter a promotion.  The employee’s hourly rate of pay 
is automatically adjusted.  Do not enter an hourly rate.  The employee’s annual 
salary will reflect an increase of 10% or 12%. 

Scenario:  Quinella Freeman is promoted from a Park Office Manager position at 
level C112 to a Payroll Technician position at level C115.  
 
Action Steps: 
1. Enter Personnel no.    

2. Enter the effective date.   

3. Select Promotion/Demotion.  

4. <Execute>   

 

4 

1 

2 

3 
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Actions (Infotype 0000) 

 
Action Steps: 
1. Select Reason for action code.  

2. Enter the new position number.    

3. <Enter>  - The box reflected below displays,  <Green check mark> . 

 

4. <Enter> .  The system displays this 

indicating the previous record’s 

end date is changed. 

5. <Enter>  to validate the information. 

6. <Save>   to save the information.   

 

1 

1 

6 

3, 4, 5 
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Organizational Assignment (Infotype 0001) 

 
Action Steps: 

1. Select Work Contract.  

2. Verify all of the administrator fields for any changes.   

3. <Enter> .  The system displays this message 

  indicating the previous 

record’s end date will change. 

4. <Enter>  to validate the information. 

5. <Save>    to save the information.   

 

1 

5 3, 4 

2 2 
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Addresses (Infotype 0006) 

This infotype stores the business and permanent residence addresses that may 
require verification for accuracy.   

If information is not entered, use <Next record>  to proceed to the next infotype. 
 

 
 
Action Steps for Business address: 

1. Verify and correct the business address.   

2. <Enter> .  The system displays this message 

indicating the previous 

record’s end date is changed. 

3. <Enter>  to validate the information. 

4. <Save>  to save the information. 

 

1 

4 

2, 3 
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A second address screen displays requiring verification of this infotype which stores 
the permanent residence address of the employee.   

If information is not entered, use <Next record>  to proceed to the next infotype. 
 

 
 
Action Steps for Permanent Residence: 
1. Verify the resident address.   

2. <Enter> .  The system displays this message  

indicating the previous record’s 

end date is changed.   

3. <Enter>  to validate the information. 

4. <Save>  to save the information. 

 

1 

4 

2, 3 
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Planned Work Time (Infotype 0007) 

This infotype maintains information relating to the employee’s work schedule  and 
working time.  This infotype is used to calculate overtime.  Defaulted information 
may be changed if necessary.   
 
Action Steps: 
1. Verify the information.   

2. <Enter> .  A message appears.    

3. <Enter> .  The system displays this message 

 indicating the previous record’s 

end date is changed.  

4. <Enter>  to validate the information.  

5. <Save>  to save the information. 

 

 

1 

5 

2, 3, 4 
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Basic Pay (Infotype 0008) 

The reason code entered on this infotype combined with the reason code entered on 
Actions (IT0000), determines the appropriate salary range for the employee.  The 
reason code selected for the change to the employee’s Basic Pay (IT0008) must 
correspond with the reason code selected in the Action (IT0000.)   

  The system adjusts the employee’s hourly rate.  Do not enter an hourly rate!  
The employee’s annual salary will reflect an increase of 10% or 12%, whichever is 
appropriate.  
 
Action Steps: 
1. Enter the Reason.   

2. <Enter> .   This message appears.  

 

3. <Enter> .  The system displays this message 

indicating the previous record’s 

end date is changed. 

4. <Enter>  to validate the information. 

5. <Save>  to save the information. 

 

1 

5 
2, 3, 4 
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Monitoring of Tasks (Infotype 0019) 

This infotype is optional.  It stores additional data about the employee, along with 
deadlines and reminder dates.  Dates an agency may choose to monitor are:  

 End of Probation,  

 Catastrophic Leave,  

 DROP Start Date and End 
Date,  

 Driver’s License Expiration,  

 End of Leave,  
 Performance Evaluation Date 

If information is not entered, use <Next record>  to proceed to the next infotype. 
 
Action Steps:  
1. Select task type.   
2. Enter Date of Task.  The reminder date defaults.  
3. Enter Comments.  (This is optional.) 

4. <Enter>   to validate the information.  

5. <Save>    to save the information.   

6. <Next record>  to advance to the next infotype. 
 

 

 

5 

4 

6 

1 

2 

3 
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Demotion 
A demotion occurs when an employee moves down one or more grades.  A 
demotion is similar to a promotion except the individual receives a salary reduction 
instead of an increase. Both processes are similar.  Before entering a demotion, 
have all related documentation in order and approved.  

For a demotion action, the employee’s hourly rate of pay is automatically decreased.  
Do not enter an hourly rate.  The employee’s annual salary will reflect a decrease of 
10% or 12%. 

 
Scenario:  Xiomara Adair accepts a position as Fiscal Support Specialist at a lower 
grade level. 
 
Action Steps: 
1. Enter Personnel no. 

2. Enter the effective date.   

3. Select Promotion/Demotion. 

4. <Execute> .  

 

1 

3 

4 

2 
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Actions (Infotype 0000) 

 
Action steps: 
1. Select the Reason for the demotion. 
2. Enter the new position number.  

3. <Enter> .   This message appears. <Green check mark> .  The screen 
changes to reflect the new position information. 

 

4.  <Enter> .  The system displays this message 

indicating the previous record’s 

end date is changed. 

5. <Enter>  to validate the information.  

6. <Save>    to save the information. 

 

2 

1 

6 

3, 4, 5 
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Organizational Assignment (Infotype 0001) 

 
Action Steps: 
1. Verify the work contract field.  

2. Verify and select the PersAdmin,. Time, PayrAdmin., and Benefits administrators.   

3. <Enter> .  The system displays this message

indicating the previous record’s 

end date is changed. 

4. <Enter>   to validate the information. 

5. <Save>    to save the information. 

 

1 

2 

5 3, 4 

2 
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Addresses (Infotype 0006) 

 
This infotype stores the business and permanent residence addresses of the 
employee and may be verified for accuracy.  

If information is not entered, click <Next Record>   and Click Yes to continue to 
the next screen. 
 

 
 
Action Steps for a change in the Business address: 
1. Select business address and make any necessary corrections.  

2. <Enter> .  The system displays this message 

  indicating the previous record’s 

end date is changed. 

3. <Enter>  to validate the information. 

4. <Save>  to save the information. 

 

1 

4 

2, 3 
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A second address screen requiring verification displays for this infotype which stores 
the permanent residence address of the employee.   

If information is not entered, click <Next Record>   and Click Yes to continue to 
the next screen. 
 

 
 
Action Steps for Permanent Residence: 
1. Verify the resident address.   

2. <Enter> .  The system displays this message 

indicating the previous record’s 

end date is changed. 

3. <Enter>  to validate the information. 

4. <Save>  to save the information. 

 

2, 3 

1 

4 
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Planned Work time (Infotype 0007) 

This infotype maintains information relating to the employee’s work schedule  and 
working time.  This infotype is used to calculate overtime. 
 
Action Steps: 
1. Verify the information.   

2. <Enter> .  A message appears. .   

3. <Enter> .  The system displays this message 

indicating the previous record’s 

end date is changed. 

4. <Enter>  to validate the information.  

5. <Save>  to save the information. 

 

 

1 

5 

2, 3, 4 
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Basic Pay (Infotype 0008) 

  The system adjusts the employee’s hourly rate.  Do not enter an hourly rate!  
The employee’s annual salary will reflect a decrease of 10% or 12%, whichever is 
appropriate.  
 
Action Steps: 
1. Select Reason code.  Since Xiomara was demoted, the code Demotion 10% is 

selected. 

2. <Enter> .  This salary message appears.  

 

3. <Enter> .  The system displays this message 

 indicating the previous record’s 

end date is changed. 

4. <Enter>  to validate the information.  

5. <Save>  to save the information. 

 

1 

2, 3, 4 
5 
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Monitoring of Tasks (Infotype 0019) 

 
This infotype is optional.  It stores additional data about the employee, along with 
deadlines and reminder dates.  Dates an agency may choose to monitor are:  

 End of Probation,  

 Catastrophic Leave,  

 DROP Start Date and End 
Date,  

 Driver’s License Expiration,  

 End of Leave,  
 Performance Evaluation Date 

If information is not entered, use <Next record>  to proceed to the next infotype. 
 
Action Steps: 
  
1. Select task type.   
2. Enter Date of Task.  The reminder date defaults.  
3. Enter Comments.  (This is optional.) 

4. <Enter>   to validate the information.  

5. <Save>    to save the information.   

6. <Next record>  to complete the action. 

 

1 

2 

5 
4 

3 

6 
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Transfers 
A transfer is when an employee changes positions within an agency or between 
agencies.  The employee’s master data information is already stored in AASIS so 
the receiving agency does not need to re-enter this data.  The effective date must 
not be earlier than the beginning of the first pay period of the fiscal year.  Consult the 
Bi-weekly Schedule of Pay Periods issued by OPM for pay period begin dates.  If it 
is necessary to have an effective date beyond the first pay period of the fiscal year 
limit, the agency must send a request with justification for approval by OPM. 

  Tricks and Tips: 

 If an employee is transferring within the agency, the person with the role of 
Agency Personnel Management, or Personnel Management performs the 
Transfer action.   

 For all employees transferring between agencies, OPM performs the Transfer 
action. 

 
Scenario:  Brad transfers within the agency to another position at the same grade 
level. 

Personnel Actions  

Action Steps: 

1. Enter Personnel no.  

2. Enter the effective date of the transfer.   

3. Select Transfer.   

4. <Execute>  

 

4 

1 

3 

2 
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Actions (Infotype 0000)  

The reason code selected for the Action (IT0000) must correspond with the reason 
code selected for the Basic Pay (IT0008.) 
 
Action Steps: 
1. Select Reason for Action. 

2. Enter the new Position number.   

3. <Enter>  - the message below appears.  <Green check mark> . 

 

4. <Enter> .  The system displays this message 

 indicating the previous record’s 
end date is changed. 

5. <Enter>   to validate the information. 

6. <Save>    to save the information. 

 

2 

1 

6 

3, 4, 5 
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Organizational Assignment (Infotype 0001)  

 
Action Steps: 

1. Verify the Work Contract field.   

2. Verify and select PersAdmin., Time, PayrAdmin., and Benefits administrators. 

3. <Enter> .  The system displays this message  

indicating the previous record’s 

end date is changed. 

4. <Enter>   to validate the information. 

5. <Save>    to save the information. 

 

2 

5 3, 4 

1 

2 
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Monitor of Task (Infotype 0019)  

 
This infotype is optional.  It stores additional data about the employee, along with 
deadlines and reminder dates.  Dates an agency may choose to monitor are:  

 End of Probation,  

 Catastrophic Leave,  

 DROP Start Date and End 
Date,  

 Driver’s License Expiration,  

 End of Leave,  
 Performance Evaluation Date 

If information is not entered, use <Next record>  to proceed to the next infotype. 
 
Action Steps: 
  
1. Select task type.   
2. Enter Date of Task.  The reminder date defaults.  
3. Enter Comments.  (This is optional.) 

4. <Enter>   to validate the information.  

5. <Save>    to save the information.   

6. <Next record>  to complete the action. 
 

 

3 

1 

2 

5 

4 

6 
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Addresses (Infotype 0006) 

This infotype stores the business addresses and require verification for accuracy.   

If information is not entered, click <Next Record>   and Click Yes to continue to 
the next screen 

 
 
Action Steps for changes: 
1. Review and make any corrections.   

2. <Enter> .  The system displays this message 

  indicating the previous record’s 

end date is changed. 

3. <Enter>  to validate the information. 

4. <Save>  to save the information. 

 
 

1 

4 

2, 3 
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Unemployment State (Infotype 0209) 

This infotype which appears only if the business address infotype is saved, identifies 
the state responsible for paying the employee’s unemployment insurance.     

If information is not entered, click <Next Record>   and Click Yes to continue to 
the next screen   

 
 

 
Action Steps for changes: 
1. Select the current state.   

2. <Enter> .  The system displays this message 

indicating the previous record’s 
end date is changed.   

3. <Enter>  to validate the information.  

4. <Save>  to save the information. 
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Addresses (Infotype 0006) 

This infotype stores the business and permanent residence addresses and requires 
verification for accuracy.   

If information is not entered, click <Next Record>   and Click Yes to continue to 
the next screen. 

 

 
 
Action Steps for changes: 
1. Review and make any corrections.   

2. <Enter> .   The system displays this message

indicating the previous record’s 

end date is changed.  

3. <Enter>  to validate the information. 

4. <Save>  to save the information. 
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Planned Work Time (Infotype 0007) 

This infotype maintains information relating to the employee’s work schedule  and 
working time.  It is also used to calculate overtime. 
 
Action Steps: 
1. Verify the information.   

2. <Enter> .  A message appears.     

3. <Enter> .  The system displays this message 

indicating the previous record’s 

end date is changed. 

4. <Enter>  to validate the information.  

5. <Save>  to save the information. 
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Basic Pay (Infotype 0008) 

The reason code entered on this infotype combined with the reason code entered on 
the Action (IT0000), determine the appropriate salary range for the employee.  When 
a reason code other than No Salary Change is used, the hourly rate may have to be 
entered manually. 
 
Action Steps: 
1. Select Reason..  

2. <Enter> .  A message appears.  

 

3. <Enter> .  The system displays this message 

 indicating the previous record’s 
end date is changed.  

4. <Enter>   to validate the information. 

5. <Save>   to save your information. 
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 Transfer from Extra-help to Full-time Position Tutorial 

When transferring an employee from an extra-help to a full-time position, the 
agency’s benefits representative requires certain information in order to establish 
benefits (i.e. health plans, retirement, etc.) for the employee. 
 
Scenario:  Wilhelmina transfers from an extra-help to a full-time position within the 
agency.   
 

Action Steps using transaction code PA40: 

1. Enter the personnel number in the Personnel no. field.  

2. Enter the effective date of the transfer in the From field.   

3. Select Transfer from the Personnel Actions list.   

4. <Execute> . 
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Actions (Infotype 0000)  

 

The reason code selected for Actions (IT0000) must correspond with the reason 
code selected for Basic Pay (IT0008.)  
 
Action Steps: 
1. Select the Reason for Action:  04 Extra help to Regular/Hourly. 

2. Enter the new position number in the Position field.   

3. <Enter> .  The message shown below appears.  <Green check mark>  to 

continue. 

 

4. <Enter> .  The system displays this message 

 indicating the previous record’s end date is 
changed.  

5. <Enter>   to validate the information. 

6. <Save>    to save the information. 
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Organizational Assignment (Infotype 0001)  

For this infotype, the end user must select TTFT 1000 hrs in the Contract field.  This 
selection is important, because it serves as an alert that this employee is transferring 
from an extra-help or part-time position into a full-time position. 
 

Action Steps: 

1. For the Work Contract field, select TTFT 1000 hrs.   

2. Verify PersAdmin., Time, PayrAdmin., and Benefits administrators. 

3. <Enter> .  The system displays this message 

 indicating the previous record’s end date is 

changed. 

4. <Enter>   to validate the information. 

5. <Save>    to save the information.  
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Monitor of Task (Infotype 0019)  

This infotype stores additional data about the employee, along with deadlines and 
reminder dates.  Dates your agency may choose to monitor are: 
 End of Probation 

 Catastrophic Leave 

 DROP start date and end date 

 Driver’s License Expiration 

 End of Leave 

 Performance Evaluation Date  

This infotype is optional.  If information is not entered, use <Next record>  to 
proceed to the next infotype. 
 
Action Steps: 
1. Select Task Type.   
2. Enter end date of the probation period in Date of Task field.  The reminder date 
 defaults.  
3. Enter Comments.  (optional) 

4. <Enter>   to validate the information.  

5. <Save>    to save the information.   

6. <Next record>  to complete the action. 
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Addresses (Infotype 0006) 

This infotype stores the employee’s address information.  If the business address of 
the employee changes, be sure to save this screen so that the address data records 
are updated with the new address. 
   

If information is not entered, click <Next record> .  Click Yes to continue to 
the next screen. 
 

 
 
Action Steps for changes: 
1. Review and make required corrections.   

2. <Enter> .  The system displays this message 

 indicating the previous record’s end date is 

changed. 

3. <Enter>  to validate the information. 

4. <Save>  to save the information. 
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Unemployment State (Infotype 0209) 

This infotype displays only if the business address infotype is saved.  It is used in the 
payment of unemployment insurance for the employee.  
 

If information is not entered, click <Next record> .  Click Yes to continue to 
the next screen. 
 

 
 
Action Steps for changes: 
1. Select the current state code in the Tax authority field.   

2. <Enter> .  The system displays this message 

 indicating the previous record’s end date is 
changed. 

3. <Enter>  to validate the information.  

4. <Save>  to save the information. 
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Addresses (Infotype 0006) 

 

This infotype stores the permanent residence address for the employee.   
 

If information is not entered, click <Next record> .  Click Yes to continue to 
the next screen. 
 

 
 
Action Steps for address changes: 
1. Review and make required corrections.   

2. <Enter> .  The system displays this message 

 indicating the previous record’s end date is 

changed. 

3. <Enter>  to validate the information. 

4. <Save>  to save the information. 
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Planned Work Time (Infotype 0007) 

 

This infotype is used in processing payroll as well as maintaining information relating 
to the employee’s work schedule and working time.   
 
Action Steps: 
1. Verify the information.   

2. <Enter> .  A message appears.    

3. <Enter> .  The system displays this message 

 indicating the previous record’s end date is 

changed. 

4. <Enter>  to validate the information.  

5. <Save>  to save the information. 
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Basic Pay (Infotype 0008) 

 

This infotypes reason code, combined with the reason code entered on Actions 
(IT0000), determines the appropriate salary range for this type of action.   
 
Action Steps: 
1. Enter the reason code:  01 Within Range. 

2. <Enter> .  A message appears.  

 

3. <Enter> .  The system displays this message 

 indicating the previous record’s end date is 
changed.  

4. <Enter>   to validate the information. 

5. <Save>  to return to Personnel Actions screen. 

 

 

You have completed the Transfer action. 
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Date Specification (Infotype 0041) 

 

After completing the Transfer, Date type ZT -Transfer to FT/PT date record is 
automatically added to Date Specifications (IT0041).  Do not delete this record 
because it is used by Benefits! 

 

Transfer from Full-time to Extra-help Position 
 

When an employee moves from a full-time to an extra-help position, the transfer 
process differs on three infotypes as shown below. 
 

 Actions (IT0000):  Select reason code 05 Regular/Hourly to Extra Help.   

 Organizational Assignment (IT0001):  In the Contract field, be sure to select 

Transfer to PT because this employee is transferring from a full-time to an 

extra-help position. 

 Basic Pay (IT0008):  Select reason code 01 Within Range. 

 A Transfer to FT/PT date record is automatically added to Date Specification 

(IT0041).  Do not delete this record because it is used by Benefits! 
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Job Sharing 
Job sharing occurs when one position is divided between two people performing the 
same duties.  All extra-help positions must be crossgraded in AASIS before the 
personnel administration action can be processed.  The crossgrade transaction 
attaches a legitimate job code to the position.  If the extra-help position is not 
crossgraded before the personnel administration action is processed, the employee 
is not paid accurately.  For the purpose of job sharing, set up the position so both 
employees are assigned to the same position number. 

For example: Misti and Jeff are sharing a position at Lake Dardanelle.  During the 
hire process, the information is entered as usual for each person.  Organizational 
Assignment (IT0001) and Planned Working Time (IT0007) require close attention. 

Organizational Assignment (Infotype 0001) 

The same position number is used for both individuals.   

For Misti (personnel number 2610): 

 

For Jeff (personnel number 2611): 
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Planned Working Time (Infotype 0007) 

When processing the personnel action (PA40) for the job-share employee, the 
person with the role of Agency Personnel Management must adjust the Employment 
Percentage field on the Planned Working Time (IT0007).  Otherwise, an 
overpayment occurs if the employee is in an exempt position, and annual and sick 
time is accrued incorrectly. 
  
 For Misti (personnel number 2610): 
 

 
 
For Jeff (personnel number 2611): 

After the position number is entered for the second person, a message 

appears  .  This means the position is not set up for 
job share, and OPM Class and Comp must be contacted. 
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COLA: Cost of Living Adjustment (Infotype 0380) 
This procedure demonstrates how to use PA30 to display the Compensation 
Adjustment (IT0380) for the annual cost of living adjustment (COLA.)  COLA takes 
effect annually on July 1 and is based on the employee’s annual salary as of June 
30.    

  Do not attempt to delete the COLA records!  If you need assistance 
maintaining or updating COLA records, contact OPM.   
 
Action Steps using PA30: 
1. Enter the Personnel number. 
2. Enter 0380 (Compensation Adjustment) in the infotype direct selection field and 

press Enter on the keyboard. 

3. <Overview>  .  
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Compensation Adjustment (Infotype 0380) 

4. Select the record with a valid date to view COLA percentage and amounts.  
5. On the Menu bar, click Edit and select Choose.   

 

6. The following screen appears and displays the pay increase. 
 

 

4 
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Changing the Personnel Area  
The personnel area is to be changed only after OPM/Class and Comp has 
processed the change to the position.  In order to verify that the personnel area has 
been changed, contact the State Org. and Comp. Specialist. 

The effective date must not be earlier than the beginning of the first pay period of the 
fiscal year. (Consult the Bi-Weekly Schedule of Pay Periods for pay period begin 
dates.)  If master data requires correction beyond the current fiscal year, the agency 
must send a request with justification for approval by OPM. 
 
Action Steps using PA40: 
1. Enter the Personnel no.  
2. Enter the From date. 
3. Select Change in Pay/Posn Attributes.   

4. < Execute>  . 
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Actions (Infotype 0000) 

1. Under Reason for Action, select Personnel Area/subarea change from the drop-
down list.   

2. Enter the correct personnel area.   

3. <Enter>  .  The system displays this message 

 indicating the previous record’s 
end date is changed. 

4. <Enter>   to validate the information.  

5. <Save>    to save the information. 
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Organizational Assignment (Infotype 0001) 

 

You must save this infotype screen in order for the change to become effective.   
 
1. Enter the work contract. 
2. Enter the administrators.   

3. <Enter> .  The system displays this message 

 indicating the previous record’s 
end date is changed. 

4. <Enter>  to validate the information.  

5. <Save>    to save the information. 
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Planned Working Time (Infotype 0007) 

Changing an employee’s personnel area does not affect the employee’s planned 
worked time.   

Do not change the information on this screen! 
 

1. <Next record> . 

 

Basic Pay (Infotype 0008) 

Changing the employee’s personnel area does not affect the employee’s Basic Pay. 

Do not change the information on this screen! 
   

1. <Next record> . 
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Changing the Personnel Subarea 

To change the personnel subarea, the agency must submit Exempt Job Analysis 
Questionnaire or Nonexempt Job Questionnaire to OPM/Class and Comp.  If OPM 
approves and processes the personnel subarea change on the position, the Agency 
Personnel Management must update the infotype records. 

The agency must verify with the agency’s Org. and Comp. Specialist that the 
effective data used by OPM/Class and Comp is the beginning of the current pay 
period.  If it is, enter that date in the From field.  If the effective data OPM used is 
prior to the current pay period, enter the beginning date of the current pay period in 
the field.  Failure to do so results in a payroll error.   
 
Action Steps using PA40: 

1. Enter the Personnel no.  

2. Enter From date.   

3. Select Change in Pay/Posn Attributes.   

4. <Execute>  .   
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Actions (Infotype 0000) 

1. For Reason for action, select Personnel Area/subarea change.    

2. <Enter>  .  The system displays this message 

 indicating the previous record’s end date is 
changed. 

3. <Enter>   to validate information. 

4. <Save>    to save the information. 
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Organizational Assignment (Infotype 0001)  

You MUST save this screen in order for the change to be effective.  Notice that the 
employee’s subarea field is changed. 

1. <Enter>    to validate the information.  

2. <Save>    to save the information. 

 

Planned Working Time (Infotype 0007) 

Changing an employee’s personnel subarea does affect the employee’s planned 
worked time.   

Do not change the information on this screen! 
 

1. <Next record> . 
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Basic Pay (Infotype 0008) 

Changing the employee’s personnel subarea may affect the employee’s Basic Pay 
and/or leave accruals. 
 

Do not change the information on this screen! 

1. <Next record> .   
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